
ADHIliISTRATIVE DIRECTIVE 30. 2.1 

EFPECiIVE DATE: January 4, 1982 

!~E'.'ISIO~l CATES: 

SUBJECT: BUDCET ADJUSTMENTS 

1. Purpose 

- To establish standard procedures and guidelines to cover the initia- 
t ion, evaluation, and processing of requests for adjustment to budget 
appropriations. 

2. Res;x>nsfbf lit les 

a. Department Reads should autfclpate the need for budget adjustments 
and IXITTATE THE ADJUSRiENT PROCEDURES PRIOR TO TAKING MY ACTION 
T!WT MIGHT CAUSE BUDGET OVERRUNS. . 

b. Department Reads are responsible for the review end approval of all 
budget adjustment requests orlginatlag within their department. 

c. The Rudgst and Research Department will evaluate all budget adjust- 
ment tequests. No budget adJustment vi11 be recorded ti ihout Budget 
and Research approval. 

d. The city’s Controller Is responsible for all accounting and ot!ter 
ffnancial record keeping procedures necessary to implement and record 
approved budget adjustments. 

3. Def inl’.ions a- 

a. There are tvo types of budget adJcstment: 

i . 1) “-41 lo tutent Change” - a transfer of budgeted funds from one 
object code to another cbjcct code wlthin the same sxtlorz. 

2.1 “Transfer vithin Department” - a transfer of budgeted firnds 
frcn one section or divis:on to another section or digixion 
vithin the same department. 

b.) Those :hanges to budget 
approval f al? 

apprup rlations requ’Lring Cl ty C3wicFI 
outside the scope of this Xrective. Exanp le 3 

incl I& : Lnter-departmental transfera, supplemental appropcla:lms, 
and reprograminq 3f grant fun<s. 

c .I Capital Outlay includes the cost of land, buildings , permanent 
ka?rovements, machinery, large tools, and rolling and stationary 
~?~:ip~[\t, md Coat8 incldenrai to the acqui.slrlo2 or Zlaclng in use 
Ilf sane are chargeable to this (:ntegcry of expenditure. 
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4. Required Budget &I justxents 

Departments are required to submit budget adjustment requests under each 
of the following circrrmstances: 

a. If an increase In a capital outlay lfne Item is required for the 
purckse of unbudgeted equipment. 

b. If an increase in a travel expense line Item is required for the 
payment of unbudgeted travel expenses. 

C. To provide funds sufficient to cover the cost of 9 expenditure 
submitted to the City Council for approval. 

d. To correct an anticipated character level budget overrun of 10% or 
nore . 

5. Other Budget Adjustments 

There may be circumstances other than those outlined above there a 
budget adjustment may be necessary. Departments are expected to work 
closely vith their assigned Budget Analyst in determining the need for 
such adjustments. 

6. Prohibittons 

Certah budget line iteza are highly sensitive to fluctuating prices or, 
for other reasons, need to be safeguarded. Therefore, undsr normal clr- 
cumstances, no funds say be trans?srred out of the followf;lg line items: 

1.1 Any Personal Service Account 

2.) Automatic Dats Processing 

3 .I Gns ar.d Electricity 

4.) Xot<;r Fuel and Lubricants 

5.1 Rent of City Rolling Equipment 

7. Procedure 

a. Budget edjustment requests will 5 e submitted on Form 76-19 “Request 
for EudEet Adjustment". 
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b. The FS-19 is to be executed in quadruplicatt; Special at tent ion 
!nust be given to the completion of the justlffcatiou section of the 
request form. In order to properly justify the budget adjustment, 
the explanation should, as a minimum, include the following: 

1.) A detailed state;lent explaining the need for the adjustment. 

2.) A statement of how the funds proposed for transfer became 
availabie. 

3. ) For grant-funded activities , attach a letter indicating grantor 
approvar . 

c. The responsible Departsent Head will review and approve the adjust- 
ment request. The green copy of the FB-19 should be retained by the 
department, and the remaining three signed copies forwarded to the 
Budget and P&search Department. 

d. The Budget and Research Department will review and evaluate all 
requests for budget adjustuent. The Budget and Research Department 
has the authority to reject incomplete, unjustified, or unnecessary 
budget adjustments. The review vi11 include: 

1.) An examination of the’form for capleteness of information and 
the adequacy of the justification subtaltted. 

2.) The need and/or desirabflity of the actton necessitating the 
budget adjustment . 

3.) The financial end budgetary feasibility of the request. 

t?. Disapproved requests will be returned to the Cntiating departments. 
Approved requests will be assigned a reference numbar and all three 
:~pi’-s forwarded to the Finance Department’s Divison of Accounts. 

f. The Finance Department will re-review the request to insure the 
auailabLlity of funds vlti~ln the Indicated budget iine itc-lr . Lf 
the ucexr ended balance in the indicated line item to be transferred 
is insufficient to cover the amount of the adjustrent, the ?B-19 ;rill 
be returned to the Buriget and Research Department with an 
expiena~iozl. Requests approved as to funds will be fozxarded to the 
City Yanagcr’s fiifice for final a?prcval. 
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f3- The City Yanager has final approval authority over all budget 
adjustment requests. Approved requests will be returned to the 
Division of Accounts. 

h. The city's Controller will record the approved adjustment and make 
the necessary budget changes. The following distribution of the 
approved FB-19 vi11 be made: 

1.) Pink - Originating Department 

2.) Yellow - Budget and Research Department 

3.) Vhite - Division of Accounts 

City Uanager 


